Your Appointment by Service, Agricultural Extension
South Dakota State University
Open PRAIRIE: Open Public Research Access Institutional
Repository and Information Exchange




Follow this and additional works at: http://openprairie.sdstate.edu/extension_circ
Part of the Agriculture Commons
This Circular is brought to you for free and open access by the SDSU Extension at Open PRAIRIE: Open Public Research Access Institutional
Repository and Information Exchange. It has been accepted for inclusion in SDSU Extension Circulars by an authorized administrator of Open
PRAIRIE: Open Public Research Access Institutional Repository and Information Exchange. For more information, please contact
michael.biondo@sdstate.edu.
Recommended Citation














Prepared by . 
John T. Stone, Director of Extension 
South Dakota State College, Brookings, South Dakota 
CONTENTS 
Its Early Development__________________________________________________________ 4 
The Smith-Lever AcL ____ _____ 4 
South Dakota Laws Authorizing Extension__________________ 5 
Organization ________ -------------------------------- 5 
Objectives of Extension________ _____________________________________ 7 
Local People Help Plan Programs___ ___ 8 
Counties Make More Detailed Plans____ 8 
Extension Service Is Responsible to and Financed by 
Three Levels of Government_________ _______ 8 
County Extension Agents __________________________________ ___ _ 8 
The Job of Extension Specialists_____________ _________ ___________________ 9 
Monthly Reports ____ _ _____ 9 
Annual Program Plan'----- - 9 
Relations with Other Public Agencies 
and_ Farm Organizations.___ ______________________ 9 
Penalty Privilege --------------------------------------------------- 10 
Degree Requirements ----------------------------------- ---- 10 
Professional Improvement _________________ --------------------------------- 10 
Leaves of Absence_____________________________________________________________ 10 
Procedure for Requesting Leave _________________________________ lO 
In-Service Training --------------------------------------------- 10 
Out-of-State Travel ------------------------------------------------------------ 11 
Vacations and Sick Leave __________________________ ~--------------------- 11 
Salary _________ ____________ ------------------------------------------------_______ ___________ 11 
Benefits ----------------------------------------------------------------------------------- 11 
Political Activities ------------------------------------------------------------------ 12 
Business and Professional Activities____________________________________ 12 
2 
OOPERATIVE EXTENSION SERVICE 
AGRICULTURE • 4-H • HOME ECONOMICS 
SOUTH DAKOTA STATE COLLEGE, BROOKINGS, SOUTH DAKOTA 
Dear Extension Worker: 
We are very pleased to welcome you into the South Dakota Cooperative Extension 
Service. Our program is an active and vigorous partnership in learning, a cooper-
ative venture of local people, county, state and federal government, and South 
Dakota State College. You are joining a group of men and women who are dedi-
cated to education. 
Your position will provide great challenges as well as unlimited opportunities for 
personal and professional growth. You will need to develop a real storehouse of 
knowledge and you will also want to learn about sources · of information to support 
your program for helping people. You will become a real leader for the people 
of your area. Your communications will be welcomed by those with whom you 
work . Our work together is an exciting one dedicated to the objectives of the 
Cooperative Extension Service " ... the develop.;nent of people themselves to the 
end that they, through their own initiative, may effectively identify and solve 
the various problems directly affecting their welfare." 
The basic concepts and philosophies of the Cooperative Extension Service are 
broad, penetrating, and sound. These have grown out of a rich background of 
learning experiences of the thousands of people who have made great contributions 
to the changes of our American Way of Life. You will be proud and thrilled to 
read the full and rich history of Extension work. 
The Cooperative Extension Service offers a tremendous opportunity to you as a 
person to share your talent with others in an active program of events which will 
influence their destiny. Personally, I wish you the greatest of success, happiness, 




Director of Extension 
South Dakota Stale College of Agriculture and Mechanic Arts and United States Department of Agriculture Cooperating 
TH~ Cooperath,e Extension Service 
lt:s Early Development: 
The early roots of extension work can be traced 
throughout American history. Benjamin Franklin 
helped organize the Philadelphia Agricultural Society 
in 1785 which was pledged to disseminate agricultural 
information through lectures, meetings and publica-
tions. 
The idea that all people, including those who till 
the soil, could benefit from education is a product of 
a free America. It is significant in the development 
of extension work that there has been from the be-
ginning a social-political-economic climate in the Unit-
ed States that encourages men to learn and to apply 
knowledge to the problems and opportunities of mak-
ing a living and a way of life. 
This, in part, accounts for the rapid spread in the 
1800's of agricultural societies, patterned after the 
Philadelphia Society, to nearly every state in the 
Union for the purpose of extending information in 
the field of agriculture. The land grant college move-
ment reached the Dakota's in 1881 when the state 
legislature passed the enabling act for an "Agricul-
tural College" at Brookings. Finances were made 
available by the 1883 legislature and State College 
opened its doors to students for the 1884-85 school 
year. 
These societies, together with other agricultural or-
ganizations, were also influential in the establishment 
of the United -States Department of Agriculture in 
1862. Then the only function of the department was 
to collect agricultural information and to disseminate 
it to farmers. 
In 1862, President Lincoln signed the Morrill Land-
Grant College Act providing grants of public land to 
each state for the creation and support of institutions 
for higher learning, dedicated to providing educa-
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tional opportunities for the industrial classes: particu-
larly in agriculture and the mechanic arts. 
As the land-grant colleges developed and the re-
. search program expanded, farmers looked to them 
for help on agricultural problems. To meet .this de-
mand, various types of extension work were under-
taken. Of special significance was the organization of 
farmers ' institutes. In South Dakota the first such in-
stitutes were held during the winter of 1888. There a 
group of farmers met each year after the crops were 
harvested to discuss farm topics with professors from · 
the college staff. These meetings usually lasted for 
several days, with the whole family participating in 
educational and social activities. 
By 1899, there were over 2,000 such institutes held 
throughtout the United States with an estimated 
500,000 farmers participating. During this time A. E. 
Chamberlain was assigned to head this work in South 
Dakota and three women (Venia Reller, Gertrude 
Erickson and Dale Pickler) were employed to develop 
educational programs in home economics for the wom-
en attending these institutes. William Mair was em-
ployed to give full time to the organization of boys' 
and girls' clubs. 
Paralleling this northern-activity, Seaman _A. Knapp 
was establishing farm demonstration work in the south 
to combat the ravages of the cotton boll weevil. The 
demonstration of .approved farm practices by farmers 
nn their own farms under the technical guidance of 
trained agriculturists proved to be such an effective 
method of getting people to adopt improved farming 
practices that it spread rapidly. A similar technique 
was found equally effective in encouraging women 
to adopt improved practices in the home, thus in-
spiring the present home demonstration programs. 
The beginning of extension work with young people 
is vividly described in the "4-H Story" written by 
Franklin Reck. It tells how educators, inspired by the 
nature study groups of Liberty Hyde Bailey in 1896, 
~ere encouraged to seek ways to teach rural boys and 
girls to accept the challenge of life around them. 
THE SMITH-LEVER ACT 
In 1914, the Smith-Lever Act was passed by the 
Federal Congress, creating the Cooperative Exten-
sion Service. This Act brought together in one agency 
the many different extension activities of the colleges 
and the United States Department of Agriculture. 
The Act gives the purpose of the Cooperative Ex-
tension Service in these words, "To aid in diffusing 
among the people of the United States useful and 
practical information on subjects related to agricul-
ture and home economics and to encourage the ap-
plication of the same. Cooperative Extension work 
shall consist of giving instruction and practical dem-
onstrations in agriculture and home economics to per-
sons not attending or resident in said colleges." 
The Smith-Lever Act ~lso set the pattern for finan-
cial cooperation by Federal, state, and local levels of 
government in supporting this program. As a result 
extension workers are truly cooperative employees of 
the land-grant college of each state, the United 
States Department of Agriculture, and the local peo-
ple. In South Dakota, about 39% of the funds for 
support of the service come from federal appropria-
tion, 45% from appropriation of the state legislature, 
and 16% from appropriation by county boards of su-
pervisors and other sources. 
SOUTH DAKOTA LAWS AUTHORIZING 
EXTENSION WORK 
The 1915 South Dakota Legislature passed the first 
law concerning extension work. This law was an en-
abling act which dealt with appropriations, organi-
zation, and the appointment of an extension director. 
A total of $55,000 was appropriated for the two years 
ending June 3, 1917. The law also provided for a 
county organization with a $2.00 membership fee, 
and county commissioners could appropriate not to 
exceed $100 for each township to help carry on the 
work. In case the commissioners failed to appropriate 
funds , the question could be put to a vote of the peo-
ple. In 1917, the law was amended so that the Farm 
Bureau became the sponsoring organization in the 
county. 
In 1935 legislation was passed in which the coun-
ties were authorized to conduct agricultural extension 
service in connection with State College . The board 
of county commissioners of any county of this state is 
hereby authorized to establish and conduct coopera-
tive extension work in agriculture, general and home 
economics, and boys and girls club work in coop-
eration with the Extension Service of South Dakota 
State College of Agriculture and Mechanic Arts upon 
such terms and conditions as may be agreed upon by 
the board of county commissioners and the State Di-
rector of Extension and United States Department 
of Agriculture in their respective counties. Immedi-
ately after the boards of county commissioners have 
voted to establish cooperative extension work under 
the provisions of this chapter, they shall appoint a 
county extension board of not to exceed five members, 
at least one of whom shall be a member of the board 
of county commissioners and at least three of the 
board must be farmers. The members of this board 
shall be appointed for a period of one year and their 
terms shall expire on the tenth of January each year. 
This board shall at its first meeting organize and 
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elect from their membership a president, vice-presi-
dent, and secretary-treasurer. They shall be author-
ized to administer-funds appropriated by the board 
of county commissioners for cooperative extension 
work in cooperation with the State Director of Ex-
tension as may be necessary to effectively carry on 
county extension work with funds made available. 
Organization 
The regents of Education for the state of South 
Dakota constitute the governing body of South Dakota 
State College and the Cooperative Extension Service. 
The President of the college is the chief executive 
officer. The Dean of the Division of Agriculture is 
administratively responsible to the President. The Di-
rector of Extension is administratively responsible to 
the Dean of Agriculture and reports to the Secretary 
of Agriculture. The Director of Extension is responsi-
ble for the conduct of the Extension Educational pro-
grams in the state. 
Assisting the Director in discharging this responsi-
bility is an administrative staff made up of the 4 Dis-
trict Supervisors, State Home Demonstration Lead-
ers, State Leaders of Home Economics and 4-H aml 
YMW programs. 
County agricultural agents are responsible to the 
District Supervisor in the area of the state to which 
they are assigned. 
Home Demonstration agents are responsible to 
one of the designated State Home Demonstration 
Leaders. Specialists in the broad field of agriculture 
are responsible to the District Supervisors_ for _area 
program coordination and scheduling. They look to 
the college department head in their field of special-
ization for subject matter guidance and over-all pro-
gram leadership. ln several of the larger project areas 
one of the specialists is named project leader to coor-
dinate the educational work in that field. Home Eco-
nomics specialists are responsible to the State Leader 
of Home Economic, programs. In the Information sec-
tion, the publications staff is responsible directly to 
the Agricultural ·Editor. 
Clear cut lines of authority are difficult to define 
in an organization that depends for effectiveness on 
the cooperative efforts of a highly trained staff of 
professional men and women. Individual initiative and 
self-discipline are the essence of professionalism. This 
we seek to encourage to the fullest extent consistent 
with an organized educational effort. 
County E xtension workers in particular must make 
many program decisions locally in cooperation with 
the County E xtension Board. In addition to responsi-
bility within the Extension organization they are also 
accountable through the Board to the County Com-
missioners for locally appropriated funds. 
CJ\ 
Organization of~ the Cooperative Extension Servic~ in South Dakota 
County Extension Advisory Boards 
County Commissioners Cooperating 
PEOPLE OF THE ST ATE 
All County Agents Responsible for both Adult and Youth Education Programs 
- - • - - Program Content 
Your Job in Extension 
The Objectives of Extension 
Extension's function is education. It is not educa-
tion in the abstract, but education for action. It is ed-
ucation of an informal and distinct type. It is edu-
cation directed to helping people solve the various 
problems and realize the opportunities which they 
encounter from day to day in agriculture, home eco-
nomics, arid related subjects. The guiding principle 
of all Extension workers is "helping people to help 
themselves" through the application of knowledge to 
opportunities and problems of every day life. 
To carry out this broad educational objective the 
Extension Service in South Dakota plans to empha-
size the following nine areas of major concern to the 
rural people of the state. These areas will receive 
special emphasis as the Cooperative E xtension Ser-
vice focuses its state-wide educational efforts on the 
problems and opportunities of the 1960's. 
These are: 
1. Development of Youth Through the 4-H Youth 
Program. The Extension-sponsored 4-H Club pro-
grams will continue to provide out-of-school learning 
opportunities and practical experience for boys and 
girls. 
2. Encourage Better Home and Family Living. The 
fast changing patterns of modern-day family living 
creates many .new problems home economics know-
ledge can help solve. It is one thing to make money, 
another to spend it wisely for better home and family 
living. 
3. Promote Efficient, Competitive Production and 
Better Business Management of Farm and Ranch. In 
the fast changing times ahead, individual decisions 
of South Dakota farmers and ranchers will largely 
determine their ability to compete with producers in 
other regions of the country and with industry-like 
farming organizations. If the family owned and oper-
ated farm and ranch is to survive, it is imperative 
the production costs per pound, ton, or bushel be kept 
to a minimum. Also a quality product, timed to the 
changing market demand, must be produced. In spite 
of some surpluses nationally and unfavorable prices 
of some commodities, South Dakota's agriculture can-
not afford to lag in adopting the latest technology. 
Special emphasis is planned on helping farmers and 
ranchers become better business managers, able to 
°:ake sound ~ecisions relative to expansion, specializa-
tion, automat10n, alternative enterprises, and the use of 
credit. 
4. Develop New and Better Marketing Methods. 
Paralleling efficiency in production is the necessity 
to ~evelop ef~i~ien_cy in marketing, distribution, proc-
essmg, and utihzat10n of agircultural products. 
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We believe South Dakota has a real opportunity to 
get more for its products and create more job opportu-
nities through additional processing to meet new mar-
ket demands. 
· 5. Advance Town and Country Economic Develop-
ment. The welfare and prosperity of town and coun-
try is closely linked. It is the whole community that 
is faced with the problems of supporting schools, 
churches, services, and local government, of providing 
employment for the youth, and meeting the tax bills 
as the number of taxpayers becomes fewer and fewer. 
6. Encourage Conservation and Development of 
our Natural Resources. A continuing need exists to 
bring about a fuller understanding of the relationship 
of wisely managed natural resources to both the gen-
eral public welfare and the continuing welfare of per-
sons managing such resources. This is especially true 
of the development of the great potential water re-
sources of the Missouri Lakes. 
7. Develop Local Leadership. One of Extension's 
major contributions has been and will continue to be 
the development of local leadership. This is accom-
plished by encouraging people to accept responsi-
bility, giving them training, and providing worth-
while opportunities for them to serve their communi-
ty. As an educational agency the growth of people 
and the improvement of their abilities, skills, know-
ledge, attitudes, and wisdom to make sound decis-
ions is the final measure of accomplishment. 
8. Stimulate Discussions of Public Policy Issues. 
People are requesting more unbiased information on 
public policy issues as national and international af-
fairs more directly affect their lives. In response to 
this interest, the E xtension Service plans to provide 
more information by which they can analyze public 
issues and more intelligently exercise their responsi-
bilities as voting citizens. 
9. Conduct an Extension Educational Program with 
Indian People. Under . a special contract with the 
Bureau of Indian Affairs, the Coop~rative Extension 
Service is conducting an intensive educational pro-
gram. It is designed specifically to meet the need 
of the Indian population, located mainly on five res-
ervations. 
LOCAL PEOPLE HELP PLAN PROGRAMS 
Extension program planning is a cooperative effort 
of local people with the help of the professional 
staff. Educational plans of work are developed annu-
ally in every county of the state with special interest 
groups, such as the beef producers, wheat farmers, 
wool growers, dairy farmers, community councils, 
home demonstration groups, 4-H Club leaders. 
Extension boards in each county review the plans 
and determine work priorities for county agents. Area 
and state work plans are then developed to support 
the county programs. · 
COUNTIES MAKE MORE DETAILED PLANS 
The broad areas of educational program emphasis 
are but a planning guide in staffing, preparing infor-
mation materials, and agent training on a state-wide 
basis. In each county a much more specific plan is, 
of course, needed to guide the work of the local Ex-
tension staff. 
Experience has proven that in a single year more 
real progress is made if but two, three, or four major 
educational programs are attempted. This is because 
of the many demands on every agent's time to assist 
individuals. and· groups with unanticipated problems. 
At the same time if goals and a plan of action are not 
set, if priorities are not decided on, the Extension 
program in the county can drift aimlessly. 
EXTENSION SERVICE IS RESPONSIBLE TO AND 
FINANCED BY THREE LEVELS OF GOVERNMENT 
The Cooperative Extension Service is different 
from other governmental agencies in that it is financed 
by and responsible to three levels of government-
county, state, and federal. The cooperative nature of 
its organization gives it strength and a responsiveness 
to the will of the people. 
Federal monies are appropriated to Extension 
· through the U. S. Department of Agriculture. They 
are allocated to each state on a formula based on farm 
and rural population, provided state appropriated 
funds are made available to match the federal grants. 
Nationally, responsibility for use of these monies 
is with the administrator of the Federal Extension 
Service; in the states this is the responsibility of the 
director of the Cooperative Extension Service of each 
8 
state land-grant college. Extension budgets and oper-
ations must legally be administered separately from 
the teaching ~nd research programs of the college 
and justified by an annual federal audit of funds and 
project agreements. 
However, in order to coordinate the total program 
of State College, the director of Extension in South 
Dakota is responsible to the dean of agriculture, the 
president, and the ·Regents of Education under a 
memorandum of agreement with the U. S. Depart-
ment of Agriculture. Cooperative arrangements for 
the employment of county Extension agents are work-
ed out for local financing and programing between 
the director or his representatives and the county 
Extension boards, acting for the county commissioners 
in each county. 
The professional staff of the Cooperative Exten-
sion Service is. made up of 180 experienced and high-
ly trained men and women. One hundred and twenty-
eight of them are located in counties, 53 have state-
wide assignments. 
For efficiency in the use of limited money, a few 
specially qualified people are employed part time 
on the Extension budget and part time on the re-
search budget In these cases annual audits by the 
Federal Offices of Extension and the Office of Ex-
periment Stations require detailed accounting of their 
activities and time devoted to each function. This is 
done to insure use of funds for the purpose appropri-
ated. 
State or federal money appropriated for Extension 
work is not used to teach college classes or conduct 
organized research projects. 
T·he County Extension Agents: 
1. Represent the Cooperative Extension Service of 
South Dakota State College and the United States 
Department of Agriculture in the county, with the 
support of the local government through the County 
Extension Advisory Board and the County Commis-
sioners. 
2. Maintain a public office where people can obtain 
information and sound advice on their problems in 
agriculture and home economics, and related fields. 
3. Work with local people in planning and carrying 
out activities designed to achieve goals and ob-
jectives set by the local people. 
4. Develop and stimulate people to take leadership 
responsibility by providing them encouragement, 
training, and opportunities to gain experience. 
5. Interpret and · disseminate up-to-date, factual in-
formation to the people by every available means. 
These include personal visits, meetings, demonstra-
tions, tours, the press, bulletins, circulars, radio, tele-
vision, etc. 
6. Keep adequate records and seek to improve their 
effectiveness through systematic study and program 
evaluation. 
7. Manage their time in· such a way as to become in-
timately acquainted with many people in the coun-
ty; to personally know the family, its problems and 
aspirations; and to earn the confidence of people 
through a genuine interest and ability to serve them. 
. 
The Job of Extension Specialists 
To help county extension workers and local people 
carry out the extension program in the county, the 
Extension Service has a highly trained staff of exten-
sion specialists. They are assigned to the subject-mat-
ter departments of the college. They keep in close 
touch with the scientific research work being done at 
the South D akota Experiment Station and in the 
United States D epartment of Agriculture. 
Their special duties and responsibilities are: 
1. Assisting county workers and advisory groups in 
planning county educational programs specifically 
designed to meet the needs and interests of local 
people. 
2. Keeping county workers up-to-date with regard to 
the findings of science and their application to so-
lution of problems. · 
3. Providing on-the-job training for county extension 
agents and directly teaching people through farm 
and home visits, meetings, tours, demonstrations, 
etc. , conducted in such a way as to strengthen the 
position of the county extension workers. 
4. Making studies of county and state situations, as-
sembling, analyzing and interpreting facts, clari-
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fying problems in their field of specialization, and 
working out solutions to them. 
5. Backing up county programs with suitable teach-
ing aids such as bulletins, newspaper stories, radio 
and television programs, films, slides, exhibits, 
charts, etc. 
6. Becoming recognized authorities and true leaders 
in their professional fields and related industries. 
MONTHLY REPORTS 
It is the policy of the extension service to require 
monthly reports. They serve as records and guides 
for extension workers. They should show evidence of 
progress and efficiency, not only of individuals, but 
also of the entire service. A monthly report ·is made 
by each extension worker. The report is due on the 
15th of the following month. The monthly report 
should contain a brief narrative summary of the major 
activities during the month. Specific statistical infor-
mation is also required on the report form provided, · 
such as number of office calls, farm visits , meetings 
held, etc. For this reason, most personnel keep a daily 
record of their activities in such a way that at the end 
of the month the office secretary can quickly compile 
a statistical summary. 
ANNUAL PROGRAM PLAN 
In addition to monthly reports, extension workers 
are required to prepare an annual report and plan 
of work. 
Detailed instructions covering the preparation of 
these reports are sent to county workers and special-
ists each year. Accurate and complete monthly reports 
simplify making annual reports. · 
All reports should be accurate and concise. They 
should emphasize results or accomplishments. · 
Relations with Other Public 
Agencies and Farm Organizations 
Exte.nsion agents in rural communities live and 
work with other public employees. It is important 
that harmonious working relationships exist-that they 
work together for the welfare of agriculture and the 
people. Each has a job to do which, if done well in 
a spirit of cooperation, will complement the work of 
the others. 
As the educational arm of the United States De-
partment of Agriculture, extension is responsible for 
explaining to farmers the function of other agencies 
of the d epartment. A close cooperative working re-
lationship of this kind exists between the Extension 
Service and the Soil Conservation Service, the Agri-
cultural Stabilization and Conservation program, the 
Farmers Home Administration, and the Forest Ser-
vice. The Extension Service also cooperates with other 
federal and state agencies such as the State Depart-
ment of Agriculture, the State Conservation Depart-
ment and the Water Resources Commission, etc. 
The Extension Service cooperates with all farm 
organizations that are working for the best interests 
of rural people. It can assist in formulating programs 
and training leaders. It is the duty of extension agents 
to render assistance to any agricultural organization 
whenever possible in their capacity of teachers. This 
principle applies to relationships b~twee°: e~t~nsion 
and other organized groups, compames, or md1v1duals 
The extension worker is a public employee who must 
cooperate fairly and impartially with everyone in ed-
ucational work of mutual interest. 
Penalty Privilege 
It is extremely important that all extension workers 
who have been granted the penalty privilege, which 
permits mailing information without postage, should 
at once become familiar with regulations of the Post 
Office Department. They should secure a copy of the 
USDA publication "The Use of the Federal Penalty 
Privilege by Cooperative Extension Employees," 
which briefly and concisely explains the regulations 
regarding penalty mail. This privilege must be care-
fully guarded and any extension worker who will-
fully violates the privilege is not only subject to fine, 
but also subject to loss of the free mailing privilege: 
Degree Requirements 
To be eligible for appointment with the South Da-
kota Cooperative Extension Service, an applicant 
must have received the Bachelor's degree from a rec-
ognized institution of higher learning. Advanced train-
ing is also required for many extension positions. 
Professional Improvement: 
To be true leaders of thought and action in their 
roles of educators, extension workers must constantly 
strive to improve their professional competence. It is 
expected that all extension workers will devote time 
to study and professional advancement to enable them 
to carry out their responsibilities more effectively. 
They can do this through individual study, travel 
and investigation; by working with extension specia-
lists, · 1ocal leaders, and other agents; and through for-
mal academic training. 
All extension workers should have a long-term plan 
for their own professional improvement. 
LEAVES OF ABSENCE 
Military Service Leave 
Full time employees will be granted military leaves 
in accordance with the statutes of the State of South 
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Dakota and the Armed Forces Reserve Act of 1952 
as amended, usually for a two-week period. 
Study Leave 
Extension Service personnel attending a 3-week 
school for course credit may receive 2 of the 3 weeks 
as study leave for 4 years or until such time as a grad-
uate program has been developed. Six-week or longer 
schools for credit would receive 4 weeks "study 
leave" every 2 years or until a graduate program 
is set up. Personnel who do not develop a graduate 
program would not be affected by these policies. 
Sabbatical Leave 
Regularly employed extension personnel may ap-
ply for sabbatical leaves not to exceed three terms 
or two semesters. There cannot be sabbatical leave 
in excess of 5% of the total number employed in any 
one year. Compensation will be at the rate of one-
half the salary which would have been paid had the 
faculty member been on full time employment dur-
ing the period. To receive full sabbatic leave con_i-
pensation, an employee must have completed six 
years of excellent employment. 
Sabbatical leaves are available for junior members of 
the staff with three or more consecutive years of excel-
lent service to their credit, during which time the per-
son on leave may receive salary at the monthly rate 
given by 8% of his current monthly salary for every 
year of service he has rendered but in no case more 
than the rate of 50% of his current salary. 
All of those participating in such programs will be 
expected to return to their employment for a period 
of at least one year or elect to refund payments re-
ceived. 
Leave Without Pay 
Personnel desiring to take graduate work or other 
special employment for purposes of improving their 
proficiency in extension work may be granted leave 
without pay for short or longer periods not to exceed 
2 years. 
PROCEDURE FOR REQUESTING LEAVE 
County Extension agents: 
l. Discuss plans and request with County Extension 
Board and District Extension Supervisors. 
2. Submit leave request to District Extension Super-
visor. 
State Extension Staff: 
l. Discuss with Director, Studies and Training Co-
ordinator and department head. 
2. Submit leave request to the Director. 
Request for sabbatical leave should be made not 
later than Oct. 1, one year in advance of actual leave. 
Requests for leaves of absence of six weeks or less 
should be made 3 months in advance. 
IN-SERVICE TRAINING 
Unequaled opportunity for on-the-job training is 
provided county extension workers as they work with 
the different extension specialists in planning, ana-
lyzing, and conducting the extension program. The 
annual extension conference, special training meet-
ings, and workshops of many different types are h~ld 
each year for the benefit of the. staff. A constant 
flow of the latest findings of scientific research co~es 
across the county worker's desk from many sources. 
The very nature of the extension job itself is a unique 
educational experience. 
OUT-OF-ST ATE-TRAVEL 
Travel authorizations to attend meetings requiring 
state extension workers attendance should be request-
ed through the Director at least a month in advance, 
showing nature of meeting, others attending, place, 
date, method of travel, and estimated cost of trip in-
cluding meals, travel, and lodging. County extension 
agents making an out-of-state trip for the state should 
make the t equest through their supervisors. The di-
rector of Extension will make final authorization for 
all out-of-state travel on official business for the Ex-
tension Service. 
OUT-OF-COUNTY TRAVEL OR LEAVE TIME 
For out-of-county, out-of-state travel, or leave time 
county extension agents are required to fill out a re-
quest form showing dates of travel or time, and the 
destination. If it is in line of duty, indicate the spon-
sors, county extension board approval, date and sig-
nature. 
VACATIONS AND SICK LEAVE 
Extension employees may have 30 days vacation 
leave after they have earned it at the rate of rn 
days per month. Two years service is required before 
30 days leave is earned. Sick leave is also accrued 
on a monthly basis with 14 days· for the 1st year or 
28 days for two years. Additional sick leave may be 
advanced for those who have had considerable con-
tinuous service. 
Salary 
Extension personnel receive their salary check from 
South Dakota State College. The money comes from 
state and federal appropriations. It is mailed to each 
employee from the State Extension office on the last 
day of each month. To qualify for salary payment, the 
agent must submit to his District Supervisor a Certi-
ficate of Service, Section F of the Monthly Report, by 
the end of each month. Attached to each check is an 
itemized statement of payroll deductions. 
INCOME TAX CERTIFICATE 
Each new worker must, at the time of his appoint-
ment, fill out the Employee's Withholding Exemption 
Certificate required in calculating payroll deductions 
for Federal Income Taxes. At the end of each calen-
dar year, employees will receive a statement of earn-




County office and travel expenses are paid from 
county budgeted funds for extension work by coop-
erating County Boards of Commissioners on approval 
of the president and secretary of the County Exten-
sion Board, the state Extension Supervisor or Leader 
and Director. 
Agents are furnished forms to keep a record of 
their activities and expenses for submission for pay-
ment at the end of the month. 
State staff members are paid travel expenses 
monthly. Expense forms must be submitted and ap-
proved for payment. 
Benefits 
FEDERAL EMPLOYEES' GROUP LIFE INSURANCE 
South Dakota Cooperative Extension Service em-
ployees are automatically insured in the Federal Em-
ployees' Group Life Insurance for an amount approx-
imately equal to their annual salaries, unless Standard 
Form 53 (Waiver of Life Insurance Coverage) is filled 
out. Participation is not compulsory. It is, however, 
an opportunity for employees to obtain low-cost life 
insurance which also offers double indemnity and 
dismemberment benefits. Premiums will be paid 
through payroll deductions each month at the rate of 
54c per month for each $1000 of insurance coverage. 
S. D. FACULTY ASSOCIATION GROUP LIFE 
INSURANCE PLAN INCLUDES EXTENSION 
A group life insurance program is available to all 
Extension employees. The program provides $10,000 
insurance for those earning $7500 or more, $7500 for 
those with $5000 or more salary and $5000 insurance 
for those having less than $5000 annual salary. 
This is a mutual plan. The premium rates of 80c 
a thousand a month is a maximum. Dividends may 
be distributed to the policy holders at the end of 
each year whenever there is a favorable cost benefit 
ratio. A limit of $2000 may be carried by policy 
holders at the age of 65 years at the same low rate 
of 80c a thousand. Premiums are paid through month-
ly payroll deductions . The Sentry Life Insurance 
Company is the carrier of this group plan. They are 
an affiliate of the Hardware Mutual Company. 
EMERITUS 
Regularly appointed county and state extension 
personnel who have faithfully served the extension 
service and the college for a period of fifteen years 
or more and are at least sixty-five years of age at 
the time of retirement are entitled to the benefits of 
the emeritus program. Those eligible for benefits of 
the program are required to make a gainful con-
tribution in some line of work they are qualified to 
do for several months each year so long as they are 
able to work. They have to submit a plan of work 
and make a report either on their own or through 
their county agent or specialist or state worker in 
the _field they are working. 
FEDERAL CIVIL SERVICE RETIREMENT 
Each employee of the Cooperative Extension Ser-
vice with a cooperative ·appointment is required to 
participate in- the Fe~eral Civil Service retirement 
program. A payroll deduction authorization card must 
be filled out at the time of empl_oyment. The monthly 
deduction for Federal Civil Service retirement is m~ 
percent of the monthly gross salary. In addition to 
filling out the payroll deduction card, each new work-
er should make an appointment with the State Re-
tirement Officer to fill out additional forms and to 
discuss in detail the advantages of this plan. 
Provisions of the Federal Civil Service Retirement: 
1. Employees with 30 years of service credit may re-
tire at the age of 60 with full benefits, or at age 55 
with discount. 
2. Employees with 5 or more years of civilian service 
may retire at age 62 with full benefit for their 
years of service. 
3. Death benefits are payable to widows and dependent 
children of employees with over 5 years of civilian 
service, regardless of the cause of death. 
4. Retirement and disability benefits are payable for 
life. To figure these benefits, the average yearly 
salary for employee's highest 5 consecutive years 
is multiplied by l½ percent for each of the first 5 
years of service; I¾ percent for each of the second 
5 years of service; and 2 percent for each year of 
service thereafter. 
5. Employees who separate from service with less than 
5 years of civil service credit may, upon making 
application, be refunded their total deposits. If 
they have over 1 year of service, they will get 3 
percent interest. Employees who separate from ser-
vice with 5 years of civil service credit may have 
the option of either withdrawing their deposits or 
leaving them to provide a life annuity beginning at 
age 62. 
6. Time in active military service of the United States 
is creditable without deposit for such service. 
7. All payments to the program are returnable in the 
event of separation from service, or as disability or 
retirement payments, or to the estates or bene-
ficiaries of employees who die before the deposits 
have been returned to them. 
GROUP HOSPITALIZATION 
All Extension employees are eligible to participate 
in a group health insurance program on a voluntary 
basis. Three plans are available in the group program 
entered into · by the Faculty Association of South Da-
kota State College and the Hardware Mutual Insur-
ance Company. Individual and family members can 
select the one that best fits their own needs. 
These plans provide for a low-cost form of insur-
ance intended to help pay hospital and surgical ex-
penses in event of illness or accident involving you 
and all your dependents. 
Accident Benefits 
The United States Employee's Compensation Act 
provides substantial protection for extension workers 
injured in the performance of ·duty. To substantiate 
claims, it is important to always have a travel au-
thorization for official travel out-of-county, out of the 
assigned district, or out-of-state. State specialists must 
have authorization for travel away from assigned head-
quarters. · · 
County extension agents should alw~ys leave a 
travel itinerary with the office secretary, even for 
in-county travel where travel authorization is not re-
quired. This can be used in case of accident as proof 
of being on duty. Travel authorization forms are avail-
able from the office of the Director, State Demon-
stration Leaders or District Supervisors. 
In case of an accident: 
1. Secure first aid. 
2. Notify the Extension Director's office immediately: 
Benefits include medical care, compensation for 
loss of wages, family benefits up to 45 percent of the 
salary for surviving spouse and additional benefits 
for surviving children, and burial expenses of $400. 
See pamphlet, "When Injured at Work," United 
States Department of Labor, for additional informa-
tion. 
A person who is eligible to benefit under this act 
and is enrolled, and who has 5 or more years of 
civilian service credit under the Federal Civil Ser-
vice retirement program, has the option of electing 
the benefits which would accrue under either one of 
the two programs if he were killed on duty. If he 
elects benefits under the United States Employees' 
Compensation Act, he is entitled to a refund on de-
posits plus interest from the United States Civil Ser-
vice Retirement System. 
POLITICAL ACTIVITIES 
Participation of extension employees in political 
activities is expressly forbidden by law. All extension 
employees and their wives or husbands must refrain 
from participation in partisan politics. This is not 
meant to limit in any way the extension worker's 
right to vote. 
BUSINESS A ND PROFESSIONAL ACTIVITIES 
Extension agents are discouragecf from engaging in 
any other occupation or profession. Extension work is 
a full-time job. Exceptions to this rule may be made 
after careful consultation with the district supervisor 
and with the County Extension Board to avoid any 
conflict of understanding. 
It is the policy of the Cooperative Extension Serv-
ice that the professional services of its personnel are 
available to the citizens of South Dakota free of charge. 
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